DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE Page | of 2

Schedule No. c Z’?’?

Agency
Washington County

Division/Unit
Public Works/Engineering

Item No Description: Retention

1 Minor Bridges (Inspections) Permanent. Transfer
-contains, but is not limited to inspection report, photos, periodically to the MD. State
inspection worksheets, structure inventory and appraisal input | Archives.
sheets

2 Major Bridge inspections Permanent. Transfer
-contains, but not limited to: inspection reports; same periodically to the MD> State
documents as minor bridge inspections Archives.

3 Site plans (duplicate of site plans kept by comm. develop.); Screen annually. Destroy
with the following exceptions: preliminary, final plat. material having no further

applications for zoning, traffic impact analysis

4 Capital project files

insurance; pre-bid data.

-contains but not limited to: drawings, specifications; completed, plus ten (10) years
addendums; contracts; proposals; certification of liability and until all audit requirements

administrative, fiscal, legal or
operational value. Retain
permanently any material that
serves to document the origin,
development and
accomplishments of the
department. Transfer
periodically to the Maryland
Archives.

Retain until project is

have been fulﬁlled, then destroy

Approved by Department, Agency or Division Representative

Date June 21, 1999

Signature Tn.,‘, 9 Q\&‘\'J—N

Type Name JOni L. Bittner

Count 1
Title y Clerk

Schedule Authorized by State Archivist
Date ouL 201999

Signature Q‘GJ c. / 7“"%““'/




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

(CONTINUATION SHEET)

Schedule No. C;'7?

Page 2 of 2

Item No ‘Description Retention
5 General files (subject) Screen annually. Destroy
-contains but not limited to: correspondence, drawings, material having no further
brochures, reports relating to landfills, dams, roads, federal administrative, fiscal, legal or
aid, transportation, private roads, handwritten notes, surveys, | operational value. Retain
spreadsheets permanently any material that
serves to document the origin,
development and
accomplishments of the
department. Transfer
periodically to the Maryland
Archives.
6 Studies prepared by vendors: drainage studies, storm water Retain until updated or
improvement studies, pond design superseded, then destroy.
7 Survey books; handwritten survey information by project Retain until updated or
superseded, then destroy
8 Right of way files: property, bridges, water and sewage Permanent. Transfer
‘ -contains but not limited to: plats, deeds, correspondence, periodically to the MD State
application for permits, site plans, survey quotes, invoice and | Archives.
check copies. )
9 Deeds: recorded deeds, Retain until updated or
superseded, then destroy.
10 Drawings/plats - mylar — blueprints - contains but not Retain for 10 years, then

11

limited to: title sheet, legends, plan profile, general notes,
stream diversion, modifications, key plan, traffic control
plans, quad maps, utility plans.

As-Built construction plans

destroy.

Permanent, transfer periodically
to the Md. State Archives.




INSTRUCTIQNS ~ YYPE OR PRINT & SEPGRATE FORM FOR EACH NEW DEPARTMENT OF GENEﬁAL SERVICES AGENCY RECORDS INVENTORY

REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SCHECULE (0GS 550-1) 7275 WATERLOD ROAD
P.G. 80X 275 - JESSUP, MARYLAND 20794 - Page (o]}

1. DEPARTMENT/IAGENCY ’ 2. DMISION

3. UNIT v‘-j__—‘r
Bulli bt Ks |\ Framtr e

DEFINITION - Records Setice - A gioup of related vocerds normany flled and used as a unit fur caference as well as jtention and disposition furposes.

4. RECORD SERIES TITLE / 4 / /l/p/‘ K r_' / . e Y:AR{U“"!ST -
(s, VAT )RS ) = /PRl TErT

6. RECORD SERIES DESCNP(—ON { Briefly descride the types o! information/documents/iorms found in the Series. Inciude the pwpose of funcusn of ihe Senes)
r" -

Co PFEINS, LT AL iniF=d To - / 5 2 NEYECTIDL
1%‘97’7.5 ST D10 Wﬂf’/(éée\e/é

Structure /IO ERTIPT V/ /9/96‘/5&4

7. RECORD SeRIES FORMA;i'(S) 8. RECORD SERIES ENCE 3. VOLUME /
vle Drawer(s}
2 Lelter Size O Microfitm 'phabetical : O Microfim Rest (s)

© Comouter Tape /)

O Legal Sze O Compuier Tape @ Numerical 7 o Olher (Specify)
© Bound Beck o Floppy Disk U Chronslogicsl Nymber CL/ - FZ_,
O Audio Tape o Video Tape . © Geographica! 10. ANNUAL ACCUMULATIONR

) N O Filg Drawer (3)
COther{Specily) @ Other (Spacily) e 8 Mereliim Reet (s)

© Computer Tape(s)

/ ,7. J/ - W - O Othes (Spectty)

Number

11. FILE IS USED _ 12. FILE BECOMES IXACTIVE AFTER

o Daily O Weekly o Monthly O Month(s) c  Year)

Number
URRENT LOCATION(S) (Bidg.. Floo m%’ 14, 1S RECORD SERIES DUPLICATED ELSEWHERE7T (f yes. specify egancy or office)
M/D &, jy rt[o Lo
O Yes : ¢ No

15. ACCESS RESTRICTIONS (If yes, cite law(s) & reguiation(s) 1‘. AUDIT REQIXREMENTS

o Yes D Ne o None o Stk O Federal O independent
17, 1S AN INDEX SYSTEM USED? (¢ ye5. expin briely and | 16, RECONMENDED RETENTION [QE2F150) KO for S y ErPRS

describe any hardware/soltware) }

| Thew DeSTr—

G Yes o No W) € //"D/

19, NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE
——— ——— ———————

WIS SN L Daiesd 100




~ TYPE OR PRINY A SEPARATE FORM FOR EACH NEW DEPARTMEN;I’ OF GENEﬁAL SERVICES AGENCY RECORDS INVENTORY '
REVISED RECORD SERIES. FORWARD WITK RECORDS RETENTION RECORDS NANAGEMENT DIVISION

SCHEDULE {DGS $50-1) 7275 WATERLOO ROAD
P.G. BOX 275 - JESSUP, MARYLAND 20794 Page ot

FL‘“——__‘—"“"”“"—_“
w 3. UNIT —__-—.‘
M/gé///f// X Co 'ﬁx/é ) wor /(5 EA‘Dy/}Oeer‘-‘ /d;

DEFINITION - Records Serivs - A group of related records normally fled and used as s unit for ceference as well as ratention and disposition pmpo-u

4. RECORD SERIES TIFLE M /% / o %/7» J/ﬁ /0 94 /@@ s, ;2.2 v:mmeresr n;’/

6. RECORD SERIES DESCRIPTION ( Briefly descrido the types of information/documents/orms !omw. Include the purpose of funcudn of (he Selres

CorTz10s, btel A7 2pded /2. /Wﬂ@ .
FSHme //&/f/%% s Mopsr Jﬂ%@@w’/‘ Y

1. DEPARTMENT/AGENCY 2 DMS‘ON

7. REGORD §! S FORMAT(S) 8. RECORD SERIES SEQUENCE 3. VOLUME /
ile Drawer(s)
elter Size O Microliim

tphabetical o Microfilm Ret (3)
@ Comouter Tape i3)
O Legal Size o Compuier Tape @ Numerical O Other (Specify)

O Bound Bock 'O Floppy Disk L 6 Chronoiogics! Namber L /C/:_—

o Audio Ta O Video Tape . © Geographica! 10. ANNUAL ACCUMULATION
B// D Filg Drawer (3)
frer (Specly) D BBYLS G Other (Spacty) O Murolim Ree: (5}
o @ Computer Tape(s)
ﬁ,. O Other (Specity)
o )T

Numbe*

1. FILE IS USED ' ‘ 12. FILE BECOMES INACTIVE AFTER

o Daily O Weekly O Monthly D Month(s) o Yearis)

Number

13. GURRENT Locu ON (Eldg Floor, Roo/ 14, IS RECORD SER!ES DUPLICATED ELSEWHERE? (f yes. specify agancy o office}
A (— ) ama

/045

O Yes G No

15. ACCESS RESTRICTIONS (if yes, cite low(s) & reguiation(s) 16. AUDIT REQUIREMENTS

O Yes 0 Ne O None O State O Fedaral a  independent

17. 1S AN INDEX SYSTEM USED? (I yes. expiain briefly and 18, RECOMMENDED RETENTION )g fW o
describe any. hardware/sollware) g / /0 / (7
G Yes o N¢ /g% fkﬁ %/ V-~ 7

18, NAME AND TITLE OF PREPARER ' 20. TELEPHONE NUMBER 21. DATE

|
|

WAL SRN4 Wavieant 1000




~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW | ODEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

INSTRUCTIONS,
REVISED RECORD SERIES. FORWARD WITW RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SCHEDULE (0GS $50-3) 7275 WATERLOO ROAD
P.G. BOX 275 - JESSUP, MARYLAND 20704 Page Ot

1. DEPARTMENTIAGENCY . 2 DIVISION .. onIT — - ——-'——-l
‘é@///f%/ 22 é'ﬁ ) /V}»%/ B e/ e

7 )z
DSF!NITIO‘{ Records Series - A gioup of related recerds normally fled 1nd used as s unit for refesence 23 well as retention and disposition purposes.

4. RECORD SERIES TITLE 5 W /%, ' 5. EARL LATETEST YEAR
% 7.
( Dipllezte oF ste ﬂ/#w/{eﬂ’ éya /7/

6. RECORD SERIES DESCRIPTION ( Briefly descrde the lypes of information/documents/forms found in the Scnes Inciude the purpose of funcusn of (he Seties)

LI, % ﬁ//pww E)«c@wﬁ‘pw = Phed i prky”

F s //4/— G o i YR
TRIHEFIE S MPHE /44/ /éf -

-

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 3. VOLUMW/
/ﬁ File Orawer(s}
elter Size " O Micraliim habetical : é O Microfilm Rest (s)
© Computer Tape s}
© Legal Size o Compuier Tape 0 Numeical %/ o Olher (Specify)
0 Bound Beck O Floppy Disk o Chvonologics! ‘ Nymber CV; F /,
O Audio Tape a Video Tape , G Geographica! 5 10. ANNUAL ACCUMULATIOR
o O File Drawer (39)
w@p@y}w @ Other (Spaciy) .. O Merclim Ree (s)
: ' O Computer Tage(s)
>ﬁrp‘r/£7~ : O Othes (Specify)
. Number
1. FILE 1S USED 12. FILE BECOMES INACTIVE AFTER
o Daily O Weely O Monthly D Month(s) aQ  Yeai(s)
’ Number

VRRENT LOCATION ) {Bldg.. Floor, Room) 14, 1S RECORD SER!ES DUPLICATED ELSEWHERE? (f yes. specify agency or office)
i e

/‘2’//0 23/ Z ’jrd

O Yes : G Ne

15. ACCESS RESTRICTIONS (If yes, Site low(s) & regulation(s) 16. AUDIT REQUIREMENTS (

o Yes D Ne o None o éim o Federal O independent -

11. 1S AN INDEX SYSTEM USED? (if yes, expiain briefly and 18, RECOMMENDED REVENTION

describe any hardware/soltware) V/ﬁg % /V€ )a ﬂ é_ F/’ / = M%/Ok

a Yes O No

18, NAME ANO TITLE OF PREPARER 20. TELEPHONE NUMBER ’ 21. OATE

WL SGAL Maviead 1000




INSTRUCTIONS ~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION

SCHECULE (OGS 55C-1) 7275 WATERLOO RCAD

DEPARTMENT OF GENEﬁAL SERVICES
RECORDS MANAGEMENT DIVISION

P.C. BOX 275 - JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

Page [e}]

1. DEPARTMENT/AGENCY

;M/A%]gﬁ L

2. OMISION

D400 Lo brids .

UNIT

DEFINITION - Rocords Serics - A group of reluted records normally flled snd used as » unit for refesence a»

well as tetention 2nd disposition purposes.

S T, Ve et s

8

EARLIEST YEAR [ LATETEST YEAR

{e)

e r AL - Pric—iB)d D

6. RECORD SERIES DESCRIPTION ( Briefly descride the types of informationidocumants/iorms found in the Series. Irclude he pwrpose of functiar of Ine Seires)

Con?/Znes by por byt Fed 78 DRHUYICZS ;
I FAC177Tons > JPRD EN DL «@%&ﬂ%*

E517LS ; BersTi%e o700 DL o7

Number

S/
7. RECCRD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME Vr/
Fie Drawer(s)
J(Size o Microfiim B’Alph{e:icai’ O Micrafilm Reet (s}
@ Computer Tape i3)
Q Legal Size a Compuier Tape 0 Numerical f é o Oiher (Specify) e
© Bound Bock O Floppy Disk & Chronolsgics! Number dﬂ, W
B Audio Tape o Video Tape o Geographical 10. ANNUAL ACCUMULATION
-_- O Fig Drawer (s)
DO((Spedy} o Other (Spacify) O Merclim Ree! (s)
: @ Compuier Tape(s)
‘ 7%-" / fC—7—_ O Othes (Specify)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
© Daily O Weekly o Menihly O Month(s) a  Year(t)

14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (1 yes. specify egancy or office)

13. LURRENT LOCATION(S) (Bldg., Floor, Room)
lpip Bl - Brel Foloor

O Yes C Neo
16. ACCESS RESTRICTIONS (If yes, cite low(s) & reguiation(s) 1G. AUDIT REQUIREMENTS
D Yes o N O None O Slate O Federal

O independent

17. 1S AN IHDEX SYSTEM USED? (If yes. explain brigfly and
describe any hardware/soilware)

Comp,

G Yes O No

. nzcom:nig}s_r_;u_rz RT3 0 ez )”;éz/ééﬂ’_ 7]
y Plies /

2 /e/,%:s %,CZ/,
U

WL A4 Baieand 101

18. NAME AND TITLE OF PREPARER 20, TELEPHONE NUMBER

M b

L 12 ki Ko




~ TYPE OR PRINY A SEPKRATE FORM FOR EACH NEW DEPARTMENT OF GENEﬁAL SERVICES
REVISED RECORD SERIES. FORWARD WITH RECORDS -RETENTION RECCRDS MANAGEMENT DIVISION

SCHEGULE (0GS 850-1) 275 WATERLOO ROAD
P.C. BOX 275 - JESSUP, MARYLAND 20794 Page ot

1. DERPARTMENT/AGENCY ! 2. DMVISION 3. UNIT
CL /é/‘/{ﬁ . '

DEFINITION - Records Serivs - A gioup of related secords normally filed and used as & unit for refetence as well as n‘ébon and disposition purpe’ /

4, RECORD SERIES TITLE ;}Vfr&é : F/ﬁs ' 5 BARLIEST YBAR [ LATETEST YBAR
/ /7
(Eudaet) (72 Gt

6. RECORD SERIES DESCRIPTION ( Bﬂefly dascride the lypes of inlormalmdocumomslfmms foun ?m the Series. Include Ihe purpose of funcusn of (he Se

COVTZINS, bir] Jo7 Ly Ted T2 Corvespn e,
Drowyis <. gracteres; fepervs: /< /;'7‘/07

77 =y . Drooie //94445 fademrin,
%J/,;}KJ/;?; ;j ;72277 ng Provssre =

Mkl Wt AEAs - SV s - SprEds fneTE

7. RECCRO SERIES FORMAT(S) 0. RECORD SERIES SEQUENCE 9. VOLUME
/ FTe Drawerts
elier Size O Micrafim habetical : o Micratiim Rest (s)
30 © Computer Tape iz)
O Legal Size _ g Compuier Tape G Numerical ' o Olher (Specify) e
O Bound Bok O Floppy Disk G Chronsisgicsl _ Number 6&/, F 7,,
0 Audio Tape O Video Tape . O Geographical : 10. ANNUAL ACCUMULATION
. D Filg Drawer (3)
am;;edly}_’@_)_:__ﬁ.. ‘5/%{ © Other (Spacty) —o. O Merofim Reet (s)
: : : O Computer Tape(s)
. O Othes (Spezify)
Swby St By
Lr @.1/ (= 2R Number

1. FILEIS USED 2. FILE BECOMES INACTIVE AFTER

0 Daily O Weekly O Monthly O  Month(s) Q  Yesi(s)
Number

M/,O &

URRENT LOCATION(S) (Eldg F!oo: Room) / 14, 1S RECORD SER!ES DUPLICATED ELSEWHERE? (f yes. specify egancy or office)
pvf

O Yes : G No

15. ACCESS RESTRICTIONS {if yes, cite law(s) 8 regulation(s) 16. AUDIT REQIAREMENTS .

O Yes o No T None o Sk o Federal 0 independent

11. 1S AN INDEX SYSTEM USED? (Ui ves, explain briefly and 18. RECOMMENDED RETENT!ON
describe any hardware/software)

o Ye o Use szfx/ea?l- /’//ce 467//1)//04/

15. NAME AND TITLE OF PREPARER 20, TELEPHONE NUMBER ) 21. DATE
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(NSTRUCTIONS ~ TYPE OR PRINT A SEPARATE FORM FOREACHNEW | DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD WITH RECOROS RETENTION RECORDS MANAGEMENT DIVISION
SCHEDVLE (DGS 550-1) 7275 WATERLOD ROAD
P.C. BOX 275 - JESSUP, MARYIAND 2078¢ Page ot
1. DEPARTMENTIAGENCY : 2. _RIVISION 3. UNIT ' l
ﬁﬁfézﬁ%{)épo 7z /é%p/{f : é’,%' == J/C
L ] 4

DEFINITION” Records Series - A group }1 related rocords normally filed 1nd used as s unit for reforence do well as tetention and disposition purposes.

4. RECORD SERIES TITLE ~ ‘ 5. BARLIEST YEAR | LATETEST YEAR
Sy Preppred £F
- Jendpre 7 10

-

6. RECORD SERIES DESCRIPTION ( Briefly descride the types of information/documants/iorms found in the Series. Include tha purpose of, funcian of the Seres;

DRINIZS e Shrafis - STBrvar Lideser /PPy
M en2 STt =S - /Oﬂ,()@/ D&ﬁs/f,&/ -

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
O File Orawer(s!
O Lelter Size O Micrafilm o Aphabetical ) O Microfilm Rest (s)

> o e ol o
O Legal Size O Compuier Tape om/ 2 t (Specify)
© Bound Book O Floppy Disk o Chronologics! Nymber ﬂf, F J/

(%Y

B Audio Tape a Video Tape . © Geographica! 10. ANNUAL ACCUMULATIOR
O File Drawer (3)
© Other (Speci! a Other i : : O Merefilm Ree! (s)
(Specity) __ ) (Spacdy) O Compoter Tanels)
O Othes (Spezify)
Number
1. FILE 1S USED 12, FILE BECOMES INACTIVE AFTER
o Daily O Weekly O Monihly O Month(s) o Yess)
Number
13. CURRENT LOCATION(S) (Bldg., Floor, Room} 14, 1S RECORD $ER!ES DUPLICATED ELSEWHERE? (f yes. specify agency of office)
‘ o VYes G No
16. ACCESS RESTRICTIONS (If yes, site law{s) & reguiation(s) 16. AUDIT REQUIREMENTS
D Yes 5 Ne G None O Slate O Federsl O Independent

17. 1S AN INDEX SYSTEM USED? (I yes, expioin briefly and | 18, RECOMMENDED RETENTION M y A,;j"" / !@#_3 il
describe any hardware/seltware) IR LR/ 7 A U,

o o oI~ Supersaiead, qu%@

18. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

—

S aand

Wi CANS Mauieant 0




1.

-~ TYPE OR PRINT A SEPARATE FORM FOR EACM NEW
REVISED RECORD SERIES. FORWARD WITH RECQROS RETENTION
SCHEDWLE (0GS 550-1)

I il
s, E/Myda

DEPARTMENT OF GENEﬁAL SERVICES

AGENCY RECORDS INVENTORY
RECORDS MANAGEMENT DIVISION
7275 WATERLOC ROAD
P.C. BOX 275 - JESSUP, MARYLAND 2079¢ Page of
3. UNIT

2. OMISION

24 //%)ﬂ%

56?/,{‘36 /02

DEF(N(T!O( Records Series - A gioup of related records normally filed and used as s unit for reference as

wall as tctmbon ang disposition pmpo-u

4. RECORD SERIES TTLE < k/ﬂ/gy ,gﬁ&/(é

5. EARLIEST YEAR | LATETEST YEAR

10

NIV T

6. RECORD SERIES DESCRIPTION { Briefiy descride the lypes o( information/documents/iorms found in the Scmn Inciude the purpose of |

Cross SerFooed B22AS h‘/é’/f)
/ﬁﬁ?/%/éﬁ@/e) Lo fVP edT

cusn of (ihe Seres)

LV T e

RECORO SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE

3. VOLUME
. O File Drawer(s)

O Leter Size o Micrafilm O Alphabeticai o Mictafim Reet (s)
© Comouter Tape i3
O Legal Size o Compuier Tape Gmeical é @ Oer (Specify) M
nd Bock O Floppy Disk & Chronoiogies! ol 7
o Audio Tape 0 Video Tape O Geographica! 10. ANNUAL ACCUMULATION
O Filg Orawer (3)
© Other (Specily) O Other (Spacty) O Merelim Reet (s)
: O Computer Tage(s)
O Othes (Specify)
i Number
1. FILE IS YSED 12. FILE BECOMES INACTIVE AFTER
O Daily O Weekly T Monthly . O  Month(s} ~ C  Yest(s)
Number
13. CURRENT LOCATION(S) (Bidg.. Floor, Room) 14, 1S RECORD SER!ES DUPLICATED ELSEWHERET (f yes. specify agancy of office)
o Yes : G No
15, ACCESS RESTRICTIONS {If yes, cite low(s) & reguiation(s) 16. AUDIT REQUREMENTS
D Yes 0 No O None =] é:m O Federal a] :ndeoendem

1.

1S AN INDEX SYSTEM USED? (If yes explain briefly and
describe any hardwere/soltware)

G Yes a No

18. RECOMMENDED RETENTION

or 6&(/76/?5

;9/ ‘A MM?"‘/L I/W

/ﬁfn/&&s/m%

18,

NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER

21. DATE

W RN Devienn 1k




(NSTRUCTIQNS - TYPE OR PRINT A SEPRRATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITI RECORDS -RETENTION
SCHEDULE (DGS 550-1)

sy Lo

'

DEPARTMENTY OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
PG BOX 275 - JESSUP, MARYLAND 2078¢

Page Ot

2. owvist % %f/(j

3. UNIT '
Mm/dé

DGFINITION Records Seties - A group of related records normally filed snd used as & unit for reference is

well a8 fatention &nd disposition pmpoul

4. RECORD SERIES TITLE }e }

6. RECORD SERIES

Correspo
Srfe P17
Checlh 00,@/ es.

é%ﬂf’Wﬁy f7/4s

§. SARLIEST YEAR { LATEYEST YEAR

ST v0 Gt PR

SCRIPTION ( Briefly@escrde the types of information/docurentssforms found in the Series. include the purpose of funcuisn of me Seties)

Cowfyn &oT A7 4221724
M erce; %pﬁ//&ﬁp/&ﬁ

For Bl

15 7 éz//m/g Qwafés A othe v

/973?

_—

A
/‘igf”/%/%s’ -

1. :scoynﬂes FORMAT(S)
Letter Size

O Micrafilm
o Legal Sze G Computer Tape
O Bound Book O Floppy Disk
0 Audio Tape 0 Video Tape

8. RECORD SERIE ENCE
Alghabetical .

Q@ Numerical
O Chronsiogics!
C Geographica!

a Otner (Spacify)

3. VOLUME /
~ile Drawer(s)
g O Microfilm Reet (3)

© Compyter Tape /5)
o Olher (Spetify)
Nymber aM/ FP;:”
10 ANNUAL ACCUMULATION
O Filg Drawer (3)
O Merefim Ree! (s)
@ Computer Tape(s)
O Othes (Spezify)

Number

. FILE IS USED

o Daily O Weekiy O Monthly

12. FILE BECOMES INACTIVE AFTER

o]

Number

Month(s} a

Year(s)

1 URRENT LOCATI {Bidg.. Floor,
Vb 3red Voo

14, 1S RECORD $ERIES DUPLICATED ELSEWHERE?T (f yes. specify agency or office)

; M” o Yes G No
45. ACCESS RESTRICTIONS (If yes, cite law(s} & regulation(s) 16. AUDIT REQUIREMENTS
o Yes o Ne o None O Stale O Federal

0  independent

7. 1S AN INDEX SYSTEM USED? (If yes. explain brigfly and
describe any hardwere/soitware)

o Yes g Neo

. RECOMMENDED RETENTION

P%H wl) o5

HACH ) f{?o,

P?FM/?W RN o
7 T Tie M. <Siie

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER

21. DATE

]

WL SANA Basviead oM

=




s -~ TYPE OR PRINT A SEPLRATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITK RECORODS ‘RETENTION
SCHEDVLE {DGS 550-1)

1. DEPARTMENT/AGENCY

M% /I/é% 2’ f’p

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOD ROAD
P.C. BOX 275 - JESSUP, MARYIAND 20784

Page Ot

2. OVISION

Pl

(et F's

3. UNIT

|

5?7//&»23/}‘ Wl =

DSFllelon/Rocords Seriou - A group of releted records normally flled sad used as 8 unit fur refesence a8

wel a(;dmﬁon tnd disposition purposes.

4, RECORD SERIES ‘m’LEpgé%

§. BARLIEST YEAR | LATETEST YEBAR

BB o Py

S ordfed Deads

6. RECORD SERIES DESCRIPTION ( Briefly cescrido the types of informalion/documents/iorms found in the Series. Include the pwrpose of funcudn of ine Series)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
O Fiie Drawer(s)
O Letter Size O Microfilm o Alphabetical O Mictofilm Reet (s)
© Comovter Tape i5)
2l Size o Compuier Tape erical o Oer (Specity) oo
© Bound Bock O Floppy Disk © Chronslogicsl Nymber &V, ﬁ——
O Audio Tape a Video Tape O Geographica! 10. ANNUAL ACCUMULATIOH
D Fig Drawer (3)
O Other (Specify) O Otner (Spacify) O Merclitm Ree! (s)
: O Compuler Tape(s)
W O Othes (Specity)
Number
1. FILEIS YSED 12. FILE BECOMES INACTIVE AFTER
o Daily O Weekly O Monthly O Month(s) o Year(r)

Number

13. GURRENT LOCATION(S),(Bldg. Floor, R /{
/Dﬁé ”"

14, 1S RECORD S$ER!ES DUPLICATED ELSEWHERET (it yes. specify agancy or office)

O Yes G No
16. ACCESS RESTRICTIONS (If yes, <ite law{s) & tegulation(s) f& AUDIT REQUIREMENTS
o Yes 5 No O None O Sise O Fedeal Q  independent
11. 1S AN INDEX SYSTEM USED? (If yes, explan brigfly and 18. RECOMMERDED RETENTION
describe any hardwere/soliware) *
G Yes o No
19, NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

.
—
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INSTRUGTIONS, ~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS -RETENTION
SCHEDVLE {0GS 950-1)

1. DEPARTMENT/AGENCY

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
275 WATERLOD ROAD
P.C. BOX 275 - JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

Page Ot

e et tvt—

2 OMISION

o) Jo by K

3. UNIT

]

Ehts sz 2 et

Wéffv Z |

DEFINITION - Records Serivs - A gioup of related records nomally fled 1ad used as 8 unit for reference a3

wetl as tetenton and disposition putposes.

4. RECORD SERIES TITLE j)/f/f[&//c}‘(% /p//?'z:?
Mottt ~ BYpre A s Fos

5. BARLIEST YBAR | LATEYEST YEAR

/_Zfzo Cerricesy—

6. Réono SERIES DESCRIPTION ( Briefly descride the lypes ¢f informationdocumaents/iorms found in the Series. Include the purpose of funcuidf: ¢f ihe Seret)

Co?fipprs, r por-tpisref Jo - Joie ShomeT
LE ;5@@; Mg P54 é; - ererzzL MZ%;'
OT T 215, DiLizrasifon> < 177041/ 707 mpn s -

/"

Fewy Pliaid - Trozees:
Wy 115 ey Hlons

e

Coaty el plon s - g

7. RECORD SERIES FORMAT(S)

O Letter Size o Mictafim

O Legal Sze Q Compuier Tape
© Bound Beck O Floppy Disk

0 Audio Tape O Video Tape

@Ofher {Specly) __éétm /QS

8. RECORD SERIES SEQUENCE
O Alghabetical
Q@ Numerical
G Chronoisgicy!

O Geographica!

oG spachy)

3. VOLUME /
’ File Drawer(s)
O Microfilm Reet (s)
/30 . © Comevter Tape i3
g zme“f?smm 7.
Numbet LA ST

10. ANNUAL ACCUMULATION
O Filg Qrawer ()
O Mercliim Ree! (s}
T Computer Tape(s)
O Othes (Spezify)

Number

1. FILEIS USED

o Daily O Weekly O Monthly

12. FILE BECOMES IRACTIVE AFTER

=]

Number

Month(s) [«

Year{s)

13. GURRENT LOCATION(S) (Bid.. Floor, Room f
y U, Ll Sre J ¢/AW‘L

14, 1S RECORD SER!ES DUPLICATED ELSEWHERE? (f yes. specify agency or office)

—_— o Yes G No
\Bs=/rz=p0]
7 L. 4l

15. ACCESS RESTRICTIONS (If yes, <ite low{s) & reguiation(s) 16. AUDIT REQUIREMENTS

O Yes o N o None Qo Sk O Federal a  independent
17. 1S AN INDEX SYSTEM USED7 (if ves. explan briefly and 18. RECOMMENDED REVENTION

describe any hardware/soltware) :

C  Yes g Ne¢
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE
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